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APPLICATION FOR RECORDS RETENTION SCHEDULE DA T O T o AT v

RECORDS MANAGEMENT DIVISION

~  INSTRUCTIONS: See Pﬁblimtion No. 76~RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. .

FOR AGENCY USE 1. Agency Addrass L FOR RECORDS MANAGEMENT USE

Appiication Dete T Department of Human Resources Appication Numbar
Division of Administration 7(0 3- tq
June 24, 1976 Patient Accounts Unit ‘ ,
Appiication Number 47 Trinity Avenue, Rm. 318-H Date Recsived Oate Complated
DHR=76 Atlanta, Ga. . PUN 2B T8 | g - 61976
2. Person to Contact . Warking Title _ Telephones Number
Gwen Brewster ' Director - 656-4860

3. Action Requested -
a. (@ Estabusn Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated. -

¢ O Amend Application NO. oo .. Check One: [J Change; O Superceds; O Void

4. Dates of Saries 5. Records Saeries Title [followad by title used in office; if different)

Earliest © Latest _

1970 | Present Patient Accounts Patient Ledger Files

8. Division ai:gd Office Function ~ What is the function of the Division and tha Qffice in which this record series is created?

The Division of Administration is responsible for providing administrative support to the
Department. This includes general accounting services; budget development and management;
general support services; data processing and management 1nfbrmatlon systems; patient
accounts services; and personnel services.

The Patient Accounts Unit is responsible for actively investigating each patient's ability
to pay upon entering any State hospital; applies and collects for cost of care from hospital.
This office also receives Medicare insurance, Medicaid checks, personal net income or other
benefits and applies them to individual accounts, checking to be sure there is no overpay-
ment.

7. Record Series Description _This file contains the foilowing documents {include form numbers and titles, if any):

~ Attach samples of the ﬁla ‘ .
Documents relating to: "= ~scrrorance ¢f listings identifying financial accounts of patients
admitted to State Hospitals. - . : '
Conpider”

Included are: Patlent LedgerpListing 1dent1fy1ng hospital cbde, patient account #, dates of
service, payee #, patient name, transaction date, account balance brought forward, billing
to date, paid to date, and current account balance.

Fileisarranged: chronologically by year thereunder by month. . . ..'_* E

; LA Y.

L4

8. Monthiy Referance Rate How often ara records referred to which are:
One to six months old chen to twalve months old __§._......; Thirteen to twenty-four monthsold 3 __ . _;
_:twentv -five months and clder 1 ~ ) .
9. Anmul Rate of Accumuiation of Flocords . '
Letter-size drawers ; Legai-size drawers —— e, SNETVES __.._2 e ; Other (specify)
AR—80-71; Rev. 76 T — "~ TOver)




vEs | NO | 10. Questionnaire  {Place an X" in the propar column) ,
a. s this the official copy of the sanes? '

X it not, where is jt?
b. Does the series contain confidential information requiring security handling? If yes, <ite law or regulation,
| X Confidential client information

X | e Is this a vital record?
X | d. Does this series have historical or Iongterm research valua?
#. When one or two documents in the file make it necossary to keap the entire file for a long period, could these ‘

X docums_u_m_meamm.amm , —

=t

g. Is tha mformat;on contamed in thls series ever tnalvznd and/or recorded in 3 summarized report?
X If ves, attach copy, Annual report ledger N

h. s thers a duplication of thls series in your office, or in another offina or agengy?

X If ves. where? . -

x| i lmmmmmmmmmmmumm? Request for COM attached
X1 1_{i_Doesshe racord series result in a comouter printout? |

11. Retention Requiramants The foitowing requires the saries to be kept-
‘a StateLaw ' — years. d. Audit period ) years.
b. Statute of limitation - e _years. e. Administrative need lg years.

¢, Federal law : : years, f. Federal retention instructions : years.

Attach copy or excert of laws or regulations. Expiain administrative need.
Based, on previous reference experience, Patient Accounts need files for a 10 year period.

12. Approvad Disposition Instructions This agency recommends that the file series be cut off at the end of sach:
' "7 7 O Caiendar Year; O Fiscal Year; EB’ Other Sce ek 01,1) then,

Lj Hold in the current files area
{J Transfer to local holding area; hold
O Transfer to State Records Canter; hold

month(sl
' year(s); then
year(s}; then

year(s); than

Q Desuoy.
Transfer to State Archives for permanent retention.
Other (Specify) .
Monthly Patient Ledger - - - Destroy upon receipt and verification
' of next monthly report.
Annual Patient Ledger - Cut~off file at the end of the fiscal year,

hold in current files area for 5 years;
then transfer to the State Records Center,
hold 5 years; then destroy.

)
These instructions apply to all prior and future accumulations of the series,

nee (Smature) Date Records Management Officer (Signature) Date
% Lictn st le 2 -7¢] Wl MU ane [G-25-%
‘ State Records Committee /Signature) Date
Recommendations in para- ' - ! ]
graph 12 are approved. State Auditor/Design W 7.. -6
(If disapproved, attach latter 4 L S z ]

of explmtiéﬂ.} Secr@ tate/Designee V@ ch,éé w | 6 "30”7@

Anorn;v General/Designes. ///% 7/&/ ) 2- ;{ |
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